. Approved For ReILase 2006#?111@’.‘}@&3&&7}_—_0_0}2

REPORTS INVENTORY

L

contributing information to report)

Office of Finance

Form Noe, or nomenclature.

Reports from Divisions and Staffs of the Office

of Finance

DDS/OF-005
PREPARE IN DUPLICATE /
le TITLE OF REPORT (if a fill=in report include Form Noe) 2. TYPE | X ISTATISTICAL
OF
Annual Inventory of Records--Form 138 REPORT HARRATIVE
HACHINE=NAME LISTING
PERSONNEL TRAINING ADMIN, GENERAL
3, FUNGTIONAL AREA LOGISTICS SECURITY OTHER (specify)
VEDICAL FINANGE X | Records Management
4. NO0. OF GOPIES PRZPARED |Ge FREQUENCY {weekly, monthly, quarterly, etce) |6e DISTRIBUTION (No. of components not
number of copies
2 Annual 1
7« FORMAT (memorandum, form|Be ADP PROCESS I NG 9« DIRECTIVE AUTHORITY REQUIRING REPORT
computer print=out, etc) YES |IF YES GIVE ADP PROCESSING N0. | Required by CIA Records
Form X |no : Admin Officer
10 PREPARING COMPONENT {include lowest level 1o FEEDER REPORTS (State total number and identify by Title,

Attach sepercte sheet If necessary.)

12, COST FACTORS
| A. MANUAL PREPARATTON'AND REVIEHAPOSTS .
HOURLY HOURS PER COST PER TIMES .
GRADE RATE X RepoRt REPORT PREPARED GOST PER YEAR
Consolidation of all dé¢tailed formp attached. $ 656.93
B. COSTS OF COMPUTER_PRODUCED REPORTS
TOTAL COSTS PER YEAR $ 656.93

13, COMPLETE DETAILED JUSTIFICATION FOR TH

NG LUDE DATE REPORT WAS FIRST STARTED

AND COMPONENT WHO ESTABLISHED REQUUIREMENT.

Part of the Agency overall records management program.

IS REPORT (in additlon to directive or authority cited in item 9)e IF KNOWN,

.

FUTURE GOALS

RETAIN AS 1S

CHANGE

DISCONT INUE

X1

GOAL PROPOSED BY COMPONENT FOR THIS REPORT
OTHER (explain) Future is dependent upon

Age

ncy policy.

ESTIMATED SAVINGS

WAN=HOURS

DOLLARS

16 DATE OF INVENTORY

17« NAME AND TITLE OF PERSON FURNISHING INFORMATION

Approved For Release 2006/11/13 : CIA-RDP75-00399R000100100007-9

I8+ EXTENSION

FORM

41.n

CTassiTication

(22-36-43)
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l SECEET
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REPORTS INVENTORY )
PREPARE [N DUPLICATE

T+ TITLE OF REPORT (if a fill-in report include Form Nos) 2, TYPE |X IsTaTIsTIcAL
OF HARRAT | VE
Annual Inventory of Records - Form 138 REPORT :
MACHINE=NAXE LISTING
PERSONNEL TRAINING ADMIN, GENERAL
3¢ FUNCTIONAL AREA LOGISTICS SECURITY OTHER (specifyT
WEOICAL X FINANGE

%o NO. OF COPIES PREPARED |5e FREQUENCY {weckly, monthly, quarterly, etce) |b. DISTRIBUTION (No, of components not
_ number of copies

1 Annuvally 1
7o FORMAT (memorandum, form|Ba ADP PROGESS ING 9« DIRECTIVE AUTHORITY REJUIRING REPORT
computer print=out, etc) YES [IF YES GIVE ADP PROCESSING NO.
Form 138 NO OFI 52
10, PREPARING COMPOHENT (include lowest level 11 FEEDER REPORTS (State total number and identify by Title,
contributing information to report Form Moe, or nomenclatures Attach sepzrate sheet if necessary. )

C&IL Branches and Chief, C&L Div.

12, COST FACTORS

' A MANUAL PREPARATTION AND REVTEW POSTS 4

GRADE HRLY xRt = T X presane COST PER YEAR
GS-07 $4. 41 8 $35. 28 1 $35. 28
GS-08 4.74 4 18. 96 1 18. 96
GS-05 3.25 4 13. 00 1 13. 00
GS-05 3.78 16 60. 48 1 60. 48
GS-13 9.13 2 18, 26 1 18. 26
GS-12 8.64 6 51. 84 1 51. 84
GS-06 4.21 5 21. 05 1 21. 05
GS-1] 7.06 5 35, 30 1 35. 30

EX YOO L X05 X COM PUNERXPRBDUBEDXREEAR S
GS-09 5.23 5 26.15 1 26.15
GS-04 2.81 1/2 1. 41 1 1.41
$281.73
TOTAL COSTS PER YEAR $ 281.73

13+ GOMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in additlon to directive or authority cited in item 9)s IF KNOWN,
INCLUDE DATE REPORT WAS FIRST STARTED AND GOMPONENT WHO ESTABLISHED REQUIREMENT.

CIA Records Administration Officer and OFI 52,

These reports assist in the program planning and in measuring the effectiveness
of the records program.

1., FUTURE GOALS

GOAL PROPOSED BY COMPONENT FOR THIS REPORT ESTIMATED SAVINGS
X | RETAIN AS 1S l ] OTHER (explain) MAN=HOURS DOLLARS
CHANGE
DISCONT INUE
16 DATE OF INVENTORY 17« NAME AND TITLE OF PERSON FURNISHING IHFORMATION 184 EXTENSION
A||>proved For Release 2006/11/13 : CIA-RDP75-00399R000100100007-9

cré_m
FORM 9a1.nm | assjTicatdon | {(22=36=-43)




PREPARE [N DUPLICATE

T TITLE OF REPORT (if @ fill=in report inciude Form No.)

Records Disposal and Measurement Data

2, TYPE | ¢ lsTaTIsTICAL
OF )
RERORT NARRAT ) VE
HACHINE=NAVE LISTING

3e FUNCTIONAL AREA

PERSONNEL TRAINING ADMIN. GENERAL
LOGISTICS SECURITY OTHER (specify)
HEDIGAL X | FINANCE

4o NO., OF COPIES PRZPARED

5e FREQUENCY (weckly, monthly, quarterly, etce) |bo DISTRIBUTION [No, of compenents not

number of copies

1 Annual L
7o FORUAT (memorandum, form|8s ADP PROGESS ING 9. DIRECTIVE AUTHORITY REQUIRING REPORT
computer print=out, etc) YES [IF YES GIVE ADP PROCESSING NO.
OF1=52
Form X |ne

10. PREPARING COMPOHENT (include lowest level
contributing information to report

I 1. FEEDER REPORTS (State total number and identify by Title,
Form No., or nomenclatures Attach seperete sheet i# necessary.)

All Branches of C&TD

C&TD
12, COST FACTORS
A. MANUAL PREPARATT m COsSTS .
HOURLY HOURS PER 60T PER Tives L
GRADE RATE X repoRt REPORT X PREPARED = COST PER YEAR
GS-09 $5,13 18 $92. 34 $92. 34
B. COSTS OF COMPUTER PRODUCED REPORTS
TOTAL COSTS PER YEAR $92. 34

13. COMPLETE DETAJLED JUSTIFICATION FOR TH1S REPORT (in
INGLUDE DATE REPORT WAS FIRS

T STARTED AND COMPONENT

addition to dlrective or authority cited in item 9)s IF KNOWN,
WHO ESTABLISHED REQUIREMENT.

25X1
Agency policy - OFI 52,
1, FUTURE GOALS
30AL PROPOSED BY COMPONENT FOR THIS REPORT ESTIMATED SAVINGS
X | RETAIN AS IS OTHER (explain) MAN=HOURS DOLLARS

CHANGE
DISCONTINUE

16. DATE OF INVENTORY 17. NAME AWD TITLE OF PERSON FURNISHING INFORMATION 184 EXTENSION

Approved For Release 2006/11/13 : CIA-RDP75-00399R000100100007-9

FORM 11,0

Wlassifygation

I (22-36-43)



PREPARE IN DUPLICATE

Approved For Reles
REPORTS INVENTORY

INGLUDE DATE REPORT WAS FIRST STARTED A

ND COMPONENT WHO ESTABLISHED REQUIREMENT.

le TITLE OF REPORT (if a fill=in report include Form No-) 2. TYPE X |STATISTICAL
OF )
Records Survey (Form no. 138) REPORT HARRAT1VE
HAGH I NE=NAJE LISTING
PERSONNEL TRAINING ADMIN. GENERAL
34 FUNGTIONAL AREA LOGISTICS SEGURITY OTHER (specify)
MEDICAL X | FINANGE
% NO0. OF COPIES PRZPARED |5e FREQUENGY {weckly, monthly, quirterly, etce) [be DISTRIBUTION (Mo, of components not
number of copies
2 Annually 1
7« FORWAT (memorandum, form|Be ADP PROCESS ING 9. DIRECTIVE AUTHORITY REQUIRING REPORT
computer print=out, etc) YES |IF YES GIVE ADP PROCESSING NO.
Form X [no OF1-52
10, PREPARING COMPONENT (inciude lowest level 1. FEEDER REPORTS (State total number and identify by Title,
coptributing information to report Form Noe, or nomenclatures Attach sepzrate sheet If necessary.)
Individual - Secretaries
12, COST FACTORS
Al MANHAIT_RBEBAE.MZIQN'_AND_RMFOSTS
HOURLY HOURS PER COST PER TIHES -
GRADE RATE REPORT ™  REPORT X  PREPARED ° COST PER YEAR
GS-07 $ 3.89 12 $46. 68 1 $46. 68
GS-05 3.25 12 39,00 1 39.00
$85. 68
B. COSTS OF COMPUTER PRODUCED REPORTS
TOTAL COSTS PER YEAR $ 85. 68
13, COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT {in additlon to directive or authority cited in item 9)e IF KNOWN,

Required as a part of the effort to reduce storage requirements.

.

FUTURE GOALS

X

50AL PROPOSED BY COMPONENT FOR THIS REPORT
RETAIN AS IS
CHANGE

OTHER (explain)

DISCONT INUE

ESTIMATED SAVINGS

HAN=HOURS

DOLLARS

16, DATE OF INVENTORY

Ap

17+ NAME AND TITLE OF PERSON FURNISHING 1HFORMATION
proved For Release 2006/11/13 : CIA-RDP75-00399R000100100007-9

18¢ EXTENSION

FORM 91.mn

LR SR

(22-36=43)



25X1

: Annrn\lmm&m5-oo39$aooo100100007-9

PREPARE IN DUPLICATE

REPORTS INVENTORY

CONTROL NO,

le TITLE OF REPORT (i a fill=in report inciude Form No.)

3e FUNCTIONAL AREA

2, TYPE [X [sTaTiSTICAL
Report of Records Volume in Agency Offices REggRT NARRATIVE
HACHINE=NAE LISTING
PERSONNEL TRAINING ADMIN, GENERAL
LOGISTICS SECURITY OTHER (specify)
EDICAL F INANGE X | Admin.

4. NO, OF COPIES PRCPARED

2

e FREQUENCY (weckly, monthly, quarteriy, etce)

Annual

5« DISTRIBUTION (No, of components not

number of copies

2

7e FORLAT (memorandum, forn
computer printout, etc)

Form

8+ ADP PROCESS ING

X N0

YES __|IF YES GIVE ADP PROGESSING NO,

Je DIRECTIVE AUTHORITY REYUIRING REPORT

OFI No. 52, Revised

104 PREPARING COMPONENT (include lowest level

contributing information to report)

I1e FEEDER REPORTS (State total number and fdentify by Title,
Form No., or nomenclature. Attach seperute sheet |f necessary. )

PPS
12, COST FACTORS
AL—MUAI'_EEEEAHAT.IQNT_AN.D_EESLIEM_IQOSTS
GRADE HOURLY “gggfmf‘* = cgggogsﬁ X P;E';;‘i:m = COST PER YEAR
GS-07 $4.15 7 $ 29.05 1 $ 29.05
B. COSTS OF COMPUTER PRODUCED REPORTS
TOTAL COSTS PER YEAR $ 29.05

Not known,

13« GOMPLETE DETAILED JUSTIFIGATION FOR THIS REPORT
INGLUDE DATE REPORT WAS FIRST

(in additlon to directive or authority cited in item 9),
STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT .

IF KNOWN,

.,

FUTURE GOALS

GOAL PROPOSED BY COMPONENT FOR THIS REPORT

ESTIMATED SAVINGS

RETAIN AS 1S OTHER (explain) HAN=HOURS DOLLARS
CHANGE 25X1
DISCONT INUE

16s DATE OF INVENTORY
23 Sept. 19Fppr

FORM
QLT

142

170 NAME AND TITLE OF PERSON FURNISHING INFORMATION
CIA-RBI}’EE%%QQROOM00100007-9

18+ EXTENSION

2onm A amV




3 —
. Approved For ReIeaLe 200§£|s/4tr‘&é RRDP75-00399R00010010 -

REPORTS INVENTORY )
PREPARE IN QUPLICATE

Te TITLE OF REPORT (If @ fill=in report inciude Fora Nos) 2. TYPE | X [statisTicaL

OF [ 3C |MARRATIVE

Records Survey Worksheet (Form 138) REPORT
MACHINE=NAKE LISTING
PERSONNEL TRAINING ADMIN, GENERAL
3¢ FUNCTIONAL AREA LOGISTICS SEGURITY OTHER (specify)
EDICAL FINANCE X Records

%o NO. OF COPIES PRLPARED |5e FREQUENCY (weckly, monthly, quarterly, efce) |be DISTRIBUTION (No, of components not
number of copies

2 Annually 1
7o FORUAT (memorandum, form|8e ADP PROGESS | NG 9« DIRECTIVE AUTHORITY REYUIRING REPORT
computer print-out, etc) YES {IF YES GIVE ADP PROGESSING NO,
OF1l-52
Form X |no
10. PREPARING COMPONENT (include lowest level 1o FEEDER REPORTS (State total number and identify by Title,
contributing information to report) Form Mo., or nomenclature. Attach sepzrate sheet if necessary.)
PSAD

12, COST FACTORS

AJ_MANML,_PBEEAIMION,_AN.D_BEXIEN COSTS
T14ES _'__,

HOURLY ~ , HOURS PER g  COST PER

GRADE RATE REPORT REPORT X PREPARED GOST PER YEAR

GS-07 $4.41 10 $44.10 1 $44, 10

B. COSTS OF COMPUTER PRODUCED REPORTS

TOTAL COSTS PER YEAR $ 44.10

134 OOMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in additlon to directive or authority cited in item 9)e IF KNOWN,
1NCLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT.

1969
1, FUTURE GOALS

IOAL PROPOSED BY COMPONENT FOR TH!S REPORT ESTIMATED SAVINGS

RETAIN AS 1§ | ] OTHER (explain) HAN=HOURS DOLLARS

GHANGE

DISCONT INUE
16 DATE OF INVENTORY 17« NAME AND TITLE OF PERSON FURNISHING INFORMATION 184 EXTENSION

Approved For Release 2006/11/13 : CIA-RDP75-00399R000100100007-9
L DET

RN a1 1 TTeTEE T or T

(9226 =43)



. Approved For Relea

REPORTS INVENTORY

PREPARE IN DUPLICATE
le TITLE OF REPORT (I a fill=in report include Form Nos) 2, TYPE |X |[STATISTICAL
OF :
Report of Records Holdings in Agency Offices REPORT HARRAT LVE
MACHINE=NAVE LISTING

PERSONNEL TRAINING ADMIN. GENERAL

3¢ FUNCT IONAL AREA LOGISTICS SECURITY OTHER (specify)
VEDICAL £ I NANGE X | Records Management

G. DISTRIBUTION (No, of components not
number of coples

2 Annually 1

3. NO. OF COPIES PREPARED |5e FREQUENCY (weckly, monthly, quarterly, etce)

7e FORLAT (memorandum, form|8s ADP PROCESSING 9. DIRECTIVE AUTHORITY REYUIRING REPORT
computer print-out, etc) YES [IF YES GIVE ADP PROCESSING N0« | Annual Memo fm CIA Records
Form NO Admin, Officer -

1o FEEDER REPORTS (State total number and identify by Title,

10« PREPARING GOMPONENT (include lowest level
Attach sepurate sheet [ necessary.

contributing information to report) Form Nos., or nomenclature.
Every Section of All Branches of Divisions

and Staffs of Office of Finance Form 138 (Records Survey Work Sheet)

12, COST FACTORS —_

—A. MANUAIL, PREPARAT g COSTS R
HOURLY HOURS PER 00T PER TiMes L
GRADE RATE X ieporr  ®  reporT X pREPARED S COST PER VEAR
GS-09 $ 5,38 15 $80. 70 1 $ 80.70

B. COSTS OF COMPUTER PRODUCED REPORTS

TOTAL COSTS PER YEAR $ 80.70

13« COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in additlon to directive or authority cited In item 9)s IF KNOWN,
INGLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT,

1, FUTURE GOALS

GOAL PROPOSED BY COMPONENT FOR TH1S REPORT ESTIMATED SAVINGS
RETAIN AS IS [X totHer (explain)Required by CIA Records HAN-HOURS DOLLARS
CHANGE Admin., Officer
DISCONT INVE
16, DATE OF |NVENTORY ﬁ 17+ NAME AND TITLE OF PERSON FURKISHING INFORMATION [8e EXTEMSION
Approved For Release 2006/11/13 : CIA-RDP75-00399R000100100007-
29 Sept 1970 C/OF /Regiatry 007-9 25X

FORM 1,12 I \g&%}i‘ (22-36-43)



25X1

Approved For Release 2006#]37113 leeyixs - )

PREPARE IN DUPLICATE

REPORTS INVENTORY

To TITLE OF REPORT (If @ fili=in report include Form Nos)
Records Survey Work Sheet (Form 138)

2. TYPE | X
REPORT

STATISTICAL

X |HARRATIVE

HACHINE=NAME LISTING

3¢ FUNCTIONAL AREA

PERSONNEL TRAINING ADMIN, GENERAL
LOGISTICS SECURITY OTHER (specify)
MEDICAL FINANGE X | Records Management

4, NO, OF COPIES PRCPARED

1

5e FREQUENCY (weckly, monthly, quarterly, etce)

Annually

1

G+ DISTRIBUTION (No, of components not
nunber of copies)

7o FORMAT (memorandum, form
computer print=out, etc)

Form

8e ADP PROCESSING

YES |tF YES
X |NO

GIVE ADP PROCESSING NO.

9« DIRECTIVE AUTHORITY REJUIRING REPORT
Required by CIA Records Officer

10. PREPARING COMPONENT (include lowest level
contributing information to report

11, FEEDER REPORTS (State total number and ldentify by Titie,

Form Nos, or nomenclature.

OF/SS - exclusive of OF /Registr

Attach sepurate sheet [T necessary.

12, COST FACTORS
P T COSTS ]
HOURLY HOURS PER & COST PER . TiMes |
GRADE RATE REPORT =~ ™  REPORT X  PREPARED = GOST PER YEAR
$-09 $ 5.38 3 $16.14 1 $16.14
B. COSTS OF COMPUTER PRODUCED REPORTS
TOTAL COSTS PER YEAR $16.14

13

INGLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT »

GOMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in additlon to directive or authority cited in item 9)e IF KNOWN,

1. FUTURE GOALS
0AL PROPOSED BY COMPONENT FOR THIS REPORT ESTIMATED SAVINGS
RETAIN AS IS | < | OTHER (explain) decision on this by CIA Records WAN-HOURS DOLLARS
CHANGE Admin. Officer
DISCONT INUE

16 DATE OF INVENTORY

17« NAME AND TITLE OF PERSON FURNISHING IHFORMATION

Apgro 13 : CIA-RDP75-00399R0001 -
W C?OFPRegistrY 00100007-9

29 Sept 1970

FORM 11,2

CTassiTication l

18+ EXTENSION

(22-36-43)




. Approved For Relealse 20061144413ipowRDP75-Jo399Rooo1oo1oooo7-a
REPORTS INVENTORY |

PREPARE IN DUPLICATE

To TITLE OF REPORT (If a Fili=in report include Form Nos)

2, TYPE | X ISTATISTICAL

25X1

Form X |no

Admin,

Records Survey Work Sheet (Form 138) REPORT [ JARRATIVE
WACHINE=NAME LISTING

PERSONNEL TRAINING ADMIN, GENERAL

3¢ FUNCT{ONAL AREA LOGISTICS SECURITY OTHER (specify)
JEDICAL FINANGE X Records Management

%o NO. OF GOPIES PREPARED |5e FREQUENCY (weckly, monthly, quarterly, etce) |be DISTRIBUTION {No, of components not

number of copies
2 Annually 1
e FORUAT (memorindum, form|Be ADP PROCESS ING 9e DIRECTIVE AUTHORITY REQUIRING REPORT
conputer print-out, etc) YES |IF YES GIVE ADP PRCGCESSING NO. Required by CIA Records

QOfficer

contributing information to report)

10, PREPARING COMPONENT (include lowest level

Form Noe, or nomenclature.

1. FEEDER REPORTS (State tota! number and identify by Title,
Attach sepurate sheet 1T necessary.

OF/SS
12. COST FACTORS
| A._MAN}JAIT__PBEEABATIQN'_AND_BESLIEBHCOSTS ——
HOURLY HOURS PER COST PER Tives | .

GRADE RATE REpoRT ™ reporT X pREPARED T COST PER VEAR
S-08 $ 4,74 1 $ 4,74 1 $4.74
5-09 4,75 1 4,75 1 4,75
5-10 5.76 1 5,75 1 5,75
$-14 11. 96 1 11, 96 1 11,96

$27.19

B., COSTS OF COMPUTER PRODUCED REPORTS
TOTAL COSTS PER YEAR $27.19

13 GOMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in additlon to directive or authority cited in item 9)s IF KNOWN,
{NCLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT .

1. FUTURE GOALS

GOAL PROPOSED BY COMPONENT FOR THIS REPORT ESTIMATED SAVINGS
RETAIN AS 1S [X ]otHeR (explain) Annual inventory required by WAN-HOURS DOLLARS
CHANGE CIA Records Admin. Officer o5
DISCONT INVE _

FORM 11,9

16, DATE OF INVENTORY 17« NAME AND TITLE OF PERSON FURNISHING INFORMATION

Apgroved —€IA-RDP75-00399R0001 -
29 Sept. 1970 ' °' 'lf'ffff ffff@ ROI /755 00100007-9

184 EXTENSION

I ClassiTicatlon

(22=36~43)



